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ABSTRACT 

Some of the major administrative factors th 
require attention by small colleges and universities as the 
policy and general procedures for the administration of res 
grantsy and contracts are considered. Management of researc 
and contracts is a process that involves the review and app 
proposals; project coordination; the implementation matters 
facilities and equipment, personnel, and overhead; and matt 
related to the monitoring and evaluation of contract oblige 
Sponsored research includes all forms of organized inquiry 
separately budgeted vith the financial accounting system dE 
institution. Faculty research grants are awards usually mad 
administered by an institution's research committee, and th 
is to serve as a stimulus for the development of a sponsore 
proposal* Three prevalent forms of administrative crganizat 
research^ grants, and contracts are: separate foutidation or 
corporation^ decentralization, and centralized services. A 
suggested activities for an office of sponsored programs, a 
of matters that could be addressed in policy statements to 
research, grants, and contracts activities are presented, k 
to aid in the preparation and planning of management proces 
grants/contracts administration is included, along with a i 
factors to be considered in the review of proposals and/or 
guidance in the negotiation of agreements. (Sff) 
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Ja••iI^]iSTRAaTC. hie SMAZL college or WIVl^RSIT/ 

iinK)DUczci:i-: 

The p^rrrc/:-^^ r- -Ir^s paper _3 to bri-- '.y i . ntify and outlL^.^ tie concerns, 
..suss, r-^d 2^pe;:s ci the idr^istraticr: .j: ^-search, grants, and 'O^ntracts as 

es-: vn:'rs:^i:'s\ "1 \te tr: pi3;=:n^ag and the e.---^±)_ishing of ins :.itutional polic"/, 
Ths ^t^t'cn is to iasnti-f:^ specific eleirE:*/:5 v;tiidi will re:]uire study and 
dis :::aass, :r, fcr ' a(sl::inistxators and faculty as \ institution qoes abc: :t tlie process 
of n'^r- r. ••st.:. 1 ^. a -^ystH-~cic apprc ~~ - the adirdniutirai t >n rosearcli, 
grr;" :r- .-^'oni-iracts T is ^ vv - raises jmions and issues; Joes not 
pr3Sir-:rei ibest .i^tl^-xi or par: follov/. assunption is r: tliat if 

ac:Tur.-.i3 - :ors {n-f 'Z ac^ltV' gi\f3 i.ppropriat;:: . ::Sideration to the ; ^.nds of 
ques^:-ZC:S H:»d c:n\::s r:riL. raided ••'^ diis paper, riie;- may achieve ccr.'; iderable 
yjr- :,sczss rr. ?r ■ a^'Lishing user_ -- olicies anci pre redures to gover^ tlie administration 
of rsseHir::'!:, gr/nts, and con~art:s. 

SerL'j— riy r>btaininq rsearch ari:l other ki: fs of grants an:- contracts in 
srrall :i v^' tu^-^r.s i^feere such /-ijtivit " is less routine tlian at larger institutions, 
may ger.:-~'V.r ^rcc '^ is . Ihere ray be a need to c -e careful thoi ght to insti- 
tution missi ^ a- r,.. ecti'. ?.^. Managen^ant perse: nel will need ' ) think in terms 
of support- ve "dc^^: for research, and a well-; 3fined, clearly articulated 
rnanage;iient - c^ss \s::. ..1 need to be created to ennance planning and decision- 
making* 
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iji':i''jNi/r.r(M; 

A. R^seaich, Grdnls, .nu! Q)nUacl. Aiiniiiui.il-r.ilJ<;!i/Min.iqonic!il 

ftesearch, grants, ajid contracts admiinistration/nvinaqejiicnt is a 
series of events which nBy be regarded as a process. Bnsicaljy, the 
events or activities in the process include: \rhe review and ni^nmval 
of proiX)sals; project coordination? the inplei\iental:ion iivutters of 
facilities and equipnnent, personnel, and overhead; and, nettcrs 
related to the monitoring and evaluation of contract obligations, 

B. Sponsored Eesearch 

Sponsored research includes all forms of organized 'Jiquir^^ that 

are separately budgeted within the' financial accounting system of the 

institution. Sponsored research includes knowledge seeking activities 

that may fall into one or more of the following categories: 

Basic - that research which is inquiry seeking principles 
cind relationships underlying new knowledge. 

Applied - study vMch demonstrates the practical application 
of knowledge. 

De^/elopITlental - the reduction of knowledge to practice, 
usually in the form of useful materials, devices, and 
•nroossses. 

C. Fa<.''iL- ^-feiT 'arch Grants 

• V- ■•\>:.xr:ds are usually made and/or administered by an institution's 
reswear c:h coinmittee. Typically, the intent is to serve as a stimulus 
for tlie dewloprnent of a sponsored research proposal. Other important 
purposes for the award include released time, finalizing of a research 
manuscript, and special travel related to research activities. 
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-V 

ORCWMIZATJOn 

A. (knicral 

The cMef executive officer of the institution iu:v ?r.x::i- ni- 
hilities to various Li^^ritution rrenibers for rhe effect: "i. itic 

of functions and taski related to the prooessirr of rcF • h, vr ~, 
and contracts. This C:e legation is presumably 1 . ed up - ;r - Tr-^^d 
poli-ies and the conccTidtant delineation of role an'"^ r ; ... Les 
to participants. There is no one best way to or'-nize : th^^ -sks. 

As an aid to the chief e>KCutive officer ar.::/or di ie: ^cz aemic 
officer, there is sorretiiiBs created a Itesearch Coirmir-e or P^^. .^; ch 
Board for the general overview of sponsored research c .uts ind on tracts. 
A oonmittee or board may be a standing committee of zs\-^ . u'i -n's 

governance system with meittership taken from both the ' ^ - ir central 
administration. The functions of such a comu.ttee or yfi/)y include: 

periodic review and developn^t of poliQ^ staten-ents; jf procedures 

governing preparation and approval of pio^XDsals; and t 

B. Administrative Organization 

Tlie basic administrative organization for researc , r;: md 
contracts may take one of several fonns, none of which ga: '^ :d as 

best- The institution must decide vMch form of admin organi- 
zation fits best with instituticxi capabilities, inters ^ : itations, 
and aspirations. Ihere are three prevalent forms of ^ strative 
organization. 

1- Separate Foundation or Corporation 

There are institutions (such as- the Stat- Ur.i^ ersity 
of New York; Old Dominion University;) which have ? :;arate 
foundations or corporations for the purpose of accr oting 
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j O'lr-i-yinq f)nl ::[/.ni:;c)rv(i I'^ijcm ;h, m^ '^'j': . -nul rT^nl.iM •{ 
''•'•^^ f ^nl i I ics l(M ovn I ii):;i;inl "ii:;, mI }• 

-rcator fiexibili y rcx:ai duir /j f iscnl : \ju.l.iLion.'. 
and purchasing prccreduref he ev operat" ^- ; and contractual 
relationships betv v^n the foir •'ic:z^-.] or -^rato on-ity 
and the insti-uticT: served muEr cai stated and 

::-3 clearly unders" ^od by all r :r- 3- li .:icies involved. 

1, decentralization 

This form fir^as individual .riCi^ue - d -.-rtments, 
divisions, schools, or colleges re^ ibe for certain 
activities, typically those ac:d-vjcr . .r^ havma to do witl' 
the generation of proposals in acc^— dance ;ith general 
guidelines and the assurance-orovi _jjig activities having 
to do with personnel oonpetence ar- ^ availability, and 
technical adequacy of the proposals. The institution's 
business office is responsible ::or business and financial 
details (accounting, (X)st oontrzl, overhead determination, 
etc.). Further, the institutic: s legal counsel may be 
responsible for such macters as lagal sufficiency of 
contracts, patent rights, etc. 
3. Centralized Services 

In many institutions, parti- larly large ones, there 
exists an office for sponsored prc'^^jrams. The head of the 
office usually reports to either trn chief acadenrLc officer 
or the senior business officer. Ir some cases the office 
head has the title of Director of ^search or Vice President 
for Reseai'ch, and may report to tte diief executive officer. 
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Office of '::3cr* red Prograir^ 

Much ' ~z has been i-^ritten on the subject :~r jrganizinq fo: -Jie 

administra-ic n cf research, grants, and contracts has been of a hie iy 

prescripti-ve ature as though there were "best" w?.-s of doing thincs, 

particularly die prescription relates to the tasr.s and function of 

a centralize fice of sponsored programs. When r3\lewing variou: lists 

of things s- sted as appropriate for an office of sponsored proc -<ams, 

one is stru oy the overlap among lists. Below is a list of sugcisted 

activities ^.vuch may be undertaken by an office of s[X)nsored progr-int;. 

The list is amalgamation of items taken from several prescript! vi? 

lists propc jnded in publications of several organizations concemoc 

with matters related to sponsored programs. The list of suggested 

activities may be used* as a generator of discussion at the central 

administratj-on level reg£irding necessary activities supportive of the 

o^Terall administration of research, grants, and contracts, particularly 

the generative, proactive activities which may serve to stimulate the 

preparation of proposals. 

^disseminate research opportunity information and related data 
*train faculty merrbe^rs in proposal preparation 
*serve as contnunication link with funding agencies 
*screen proposals in keeping with institutional policies and 
procedures 

^encourage research in areas of emerging need 

^provide data on current research being perforrmd in the institution 
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*bri(:r IVi-.'iiLLy jtiniix.*?:; on n'fceru'ci lu'uii.n^j I ixiKlr; 

*t)rov.l(lo 1 Lai SK.:)n v/lth l:h(' jxxst cjr :t.f; htiiinf;!.! .ilni 
*r(iil. [)iT>| ns.i !r», iimiilor l)nfin''t!; 
*kccp necxlccl jricords 

*qiiic]o iiislii Lul: i.oii ix)ll(y on ^^osc. cl: , qr/iiils, <ukI (^nilr<i(l:; 

*jntcr];)rct fccleral cpwnuTen t rcc]" Jii:ions and pnx'< 'rim^ -r; 



PC'LlCi DEVELOPMETsT 

A. Beginning 

As a beginn.lng, institution pr-asi , ciiief acac: officx^rs 
and other administrators need to devel*:^ a ~et of policr/ scatenisnts vMrh 
mil serve to guide research, grants, an., contracts activdties. These 
statements need to address matters sut^i -is: 

1. Relationship of research, g- nto, and contracts activities 
to the general mission and irpose of the ins itution. 

2. Relationsliip of research, c ants, and contrac s (R3C) 
activities of the instructional programs and academic 
policies. 

3. Reasons for the in^-olvemsnr of faculty and st-iff in RGC 
activity. 

4. Reasons for RGC activity to be undertaken by the institution 
in view of other institution needs and priori ries. 

5. Relationship of tlie financial rationale * l^C activity 

to the general instructional miss.i.on of the iiistitution and 
the developrmnt of faculty and students. 

6. General specification of ^the institutional criteria for 
judging BGC proposals to include identification of governance 
procedures and ideiitifi.cation of roles and responsiMlities 
of institution administrative officers. 

7. Delineation of present institution policies and procedures 
(v\*iere present) regarding matters such as overhead, 
copyrights, protection of human subjects, and consultation 
practices of faculty. 

B. Management Elements 

The central administration and an interim research advisory oonmittee 
may wish to address the following matters pursuant to the articulation 
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^ r Kjennnt i>roa^ssos foi- l.lx^ rKijiiinlr^trat: if^n ol" n\^,(\jrf:h , qninl r;, .lod 

L ::ors will need to Ix) <Ki(lrc:sTO(i aiirl pma.>(luro5;, (juithd i n- ,uv\ 
js will need to be developed. 

Specification of legal requirements and ethical consideration?. 
I. Selection/approval of project directors. 
^. Writing of proposals for sponsored activities. 

Preparation of proposals to include typing, editing, 

copying, clarifying technical details, and delivery of 

proposals. 

5. Approval, at institutional level, of proposals through 
appropriate institutional channels . 

6. Negotiation of contracts - 

7- Protection of the rights of researchers . 

8. Provision of incentives such as seed grants, released tine, 
etc., to encourage facility initiatives in research, grants, 
and contracts activity. 

9. Management of the fiscal, technical, logistical, legal and 
related deLails of projects. 

10. Closing out projects. 
11- Evaluation of projects. 

Planning to Administer Sponsored Ifesearch 

The American Council on Education has prepared a checklist v/hidi 

may be helpful to those individuals viho are preparing and planning 

management processes for the administration of sponsored research grants, 

and contracts activity. The checklist may serve as a general outline 

for the policy and procedures manual or handbook. Tlie items will need 

to be addressed at sowe point in the developnent of the administrative 

organization for sponsored activities. 

1. Institutional mission, functions, and general policies, 

2. Policies governing sponsored research. 

3. Relation of rtasearch to academic processes of the institution. 

4. Advancenent of institutional status, prestige, and research 
capabilities. 

5. Professional advancement of faculty members. 

6. Qualifications of researchers and peer relationships. 

7. Promotion and tenure policies. 

8. Student participation in sponsored research projects. 

9. Level of departmental and ccllege involvenents in determining 
the balance between teaching and research and other governance 
questions . 



10. J-i.^l;itir.)n lx.?Lv/iX'n n\''-';fv.irrh iiniLs ;iri(i tlio i n:;t: i l,ul i( )rj . 

1 L. I''in.inciaL [n-rLX)n(iJ i. ions Ixjf.on* uik k m'I . il; i rv f .1 prop^cl. 
\ 2. .ind c',)}!! ! .ichiii ii.i.r;! tvil. i('.n . 

13. Al.iocation of financial rc.soura?£;, incliKiincj c-osl MnYn'^ry 
and ovurlK^ad. 

14. Compensation of investigators and otlicr ivii^inlis. 

15. Staff support in research administration. 

16. Cboperation airong departirents. 

17. Relationship antDng conpeting political considerations. 

18. Conpatibility between public and prirate s^octor ainsi(1«?rations 

19. CXvnership of research outoomes, 

20. Conflict-of-interest rules. 

21. Physical facilities, including renovation. 

22. Animal care. 

23. Conmunications. 

24. Travel. 

2^. Coirputing services and data prooessir.g. 

26. Accounting and financial reporting. 

27. Reporting of time requirements. 

28. Electronic, machine, and other shops. 

29. Installation and maintenance of eguipnent and utilities. 

30. Installation and calibration of instruments. 

31. Purchasing. 

32. Excess and surplus equiptiBnt, including disposal. 

33. Hazardous materials and their handling. 

34. Human subjects and their treatrrent. 

35. Liability protection. 

36. Library and information services. 

37. Occupational safety. 

38. Patents and copyrights. 

39. Technical sipport personnel. 

40. Institutional foundations to administer funds. 

41. Proposal preparation. 

42. Radiation safety. 

43. Stockrooms. 



Proposal Review/Negotiation 

The National Association of College and University Business Officers 
has prepared a list of factors to be considered in the review of proposals 
and/or for guidance in the negotiation of agreen^nts. The list of factors 
is not an exhaustive list but it does toudi upon many inportant aspects 
of the administration of research, grants, and contracts. The list of 
factors could be used as a background docurrent for a planning or task 
group preparing to develop policies and procedures for the administration 
of research, grants, and contracts. The factors include: 
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1. I-:] irjJ.bj ] i l.y of lb' Iiiv:*r^l.i(j;iL()r - \l\ I ho fx^rrvm ini l.i.il.inrf 
lo l>' i) I M i lu: i [>.i 1 invi'iU iq.ilorV 

2. Acadenuc Program - Docs Uic proposal contribute to tlv^ 
acadeiTu.c program of tlie institution? For exoinjDlo, does it 
provide training and support of students? 

3. Cbnpleteness - Does the proposal include all information 
recjuired by the sponsoring agency or follow a }:)roscrited 
format? 

4. Technical Imports and Svpervision - Are the number, irequency, 
and comprehensiveness of periodic technical reports and 
extent of sponsor sijpervision satisfactory? 

5. Freedom to Publish - Is the i-i"ivestigator free co publish 
or not to publish findings without restriction? 

6. Percentage of Effort - Is the amount of effort ccrmu-tted by the 
investigator and others, both on and off campus, appropriate 
and compatible with their other duties? 

7. Budgets - Is the budget sufficiently detailed? Mave all 
direct cost items been covered in the budget, that is, 
salaries, fringe benefits, equipment, materials and 
supplies, travel, publications costs, oonputer services, 
consultants, other? Have appropriate incrernents for all 
budget categories been calculated for future years? 

8. Indirect Cost Pates - Have the institution's indirect cost 
rates been properly applied and included in the proposed 
budget? 

9. Human Subjects - If the proposed research Ln vol ves the use 
of human subjects, does research protocol ooirply witli govern- 
ment requirements and witJi assurances filed by the institution? 

10. Recombinant DNA - If the proposed research involves 
recombinant ENA, does research protocol comply with govern- 
ment requirenents? 

11. Care of Laboratory Animals - If any live, vertebrate animals 
are to be used in the conduct of research, have provisions 
been made to insure adequate and humne care in accordance 
with prescribed institutional and legal standards? 

12. Health Hazards - In the event that the profXDsec; activity 
contenplates use of materials or devices that may pose a 
health hazard/ such as radioactive materials or carcinogens, 
is there evidence of appropriate planning for safety and 
control and conpliance with legal standards? 
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I S.ifol.y ..ind If(Mllh - l>x\". LIk^ | >i < >[x piDiccI cDMfpIy v;i I h 
(K.-r 'Uj).!!- ion.'i 1 s.il(My niul lK\illti Inv;.';? 

14. SocTurihy fcstricl lons - Tf tlioro 1:^ a sr^-'Ciiri I y n-^sl-r irM ic^n , 
(kx:s {.his cx^nriLct. witli JnstUutionnl ix)li(7? 

15. Insurance - Does tlie proposed activity pose any special 
property r liability, or other insurance questions? 

IG. Special LiccMSGS - Have necx3ssary s[x:cial licviiscs l>'on 
obtained? 

1"". Patent Agreements - Have the sponsc>r's patent terms been 

considered? Are they compatible with tlie institution's policy 
on patents? Are patent agreements on file, v^ere required, 
for all persons v^o may be in a position to conceive, rmke, 
or first use iventionsr impro^jementSr or discoveries under 
the project? 

18. Cbpyrights and Rights in Data - Have the sponsor's copyright 
and rights in data terms been considered? Are they acceptable? 

19. Nev7 Staff - Will the proposed acti^dty require nev; staff? Is 
such expansion consistent with the institution's plans and 
available funds? 

20. Space and Bguipnent - Can the project be housed within existing 
space? Is it adequately equipped? If not, are i-equirenents 
for additional or renovated space and equipnt^nt consistent 
with the institution's plans and available funds? 

21. Cost Sharing - IVhere cost-sharing coimiitments are in the 
proposal, are they accurate, consistent witli the institution's 
plans and budgets, and reasonable in terms of any miinimum 
requirements that the sponsor may hax'e? 

22. Long-Term GonmtnBnts - Does the proposal commit the institution 
to continue the proposed activity beyond the period of sponsor 
funding? Beyond anticipated retirement or resignation date 

of principal investigator? If so, do budgeting and planning 
give appropriate support to all such commitirents? 



SUI'IMARY 

Ihis brief paper presents some of tlie major administrative factors which will 
require attention at the institutional level as policy and general procedure- are 
developed to address the administration of research, grants, and contracts. No 
attempt was made to address the myriad of elements related to financial management. 
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-.1.1- 

accounting, and the legal issues which are present in an of x-? rating sysLom. 

J.r and whcti an insLiLuL.ion wnrk.s ( hnM.Kjh Lh(^ prxK.v^ss of (l(»v/»Moi)ii)fi suT f iciciil. 
policy to direct activity and has sonio knowledge of p.rocessGs and pi.ocoduro^^ 
essential to begin to effectively rmnage activities it is ready to preceded to 
the next devej.opmental stage, nanely, the operational! zation of the needed 
processes and procedures. 

The chief executive officer rmy establish a task force or advisory cormdttee 
in the initial stages of policy development so that a broad perspecti\^ rmy be 
obtained with regard to the interests of tJie faculty and administration. The 
group may present a set of recoirn^dations to the chief executive which n\ay 
serve as a guide for future action. 
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